New Member Enrollment

New member enroliment is an online feature for employers to use to enroll TRF qualified
employees into the Indiana State Teachers’ Retirement Fund (TRF) when employees do not have
a trf number. This feature is typically utilized when quarterly wage and contribution reports are
due and the employer does not have an enrollment form on record.

Login Instructions

These are the instructions for the TRF Employer Interactive Web site. Access the TRF home
page at http://www.in.gov/trf/.

1. On the right side of the page you will see many links under “Online Services”. To access the
Employer Interactive features, click on the Employer Secure Login link.

2. Onthe Login Page, enter your Employer Email Address (user name) and Employer
Password. Note: Consider bookmarking this page for quicker access in the future. Your
Employer Email Address is your full e-mail address. Initially, your Employer Password is
also your e-mail address up to 20 characters. The Employer Password is case-sensitive and
has been created with all lowercase letters. For the Employer Password, if your e-mail
address is longer than 20 characters, enter the first 20 characters and click the Login button.
The Employer Information page displays (Figure 2).

The Employer Password field is limited to 20 characters and does not accept
more than 20 characters.
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Figure 1 — Login Page

You will be required to change your password after successfully logging in. For
information on password restrictions, click the Login Help link.

3. Onthe Employer Information page (Figure 2), in the left frame, there are links to SSN/TRF#
Cross Reference, P31 Submission, Change Password, Member Enroliment and other
options. You may access only those features for which you have requested and been granted
access.



3 TRF :: Employer Work Bench - Microsoft Internet Explorer

=101

Fite Edit View TFavonites Tovls diclp

L

OBack LD R ﬂ g _:‘J|/-’Search \;\\( Favorites 4] M= T _J ﬁ

Address |g1 https:/fsecure.n.govrflemployernorkbench/?icket=5T-439-DWWbNcR MmO LCYsgywkokkrosfsy SGRGTTAU-20 j a 5o

‘ Links

TEACHERS' RETIREMENT FUND

y
‘e Employer Information
Current Wage and

Contribution
Adjusted Wage and

Contribution X . X
SSN/TRE# Cross-Reference Welcome to the TRF Interactive Emplayer Website, Please use the links ta the left of

this window to navigate throughaout this site,
Retirement Application-Part IT
Employer ID Administration Legislative Changes: The 115th Indiana General &ssembly passed Senate Bill 83
Maintain Bank Information changing the rules for TRF reemployed retired members effective July 1, 2007, Far
Submit Quarterly W&C mare information click the below link,

Payment
Change Password Legislative Changes
TRF Home Page
Contact TRF

Forms The Employer Rate was set at 7.25% from July 1, 2007 through December 31, 2008,

Logout

Welcome INDIANA STATE TEACHERS RETIREMENT FUND,

Did you know you can host workshops at your school? The following workshops are
available:

* Pre-Retirement Workshops - open to all teachers who would like to learn more
about their Teachers' Retirement Fund account.

* One-on-one retirement sessions - open to teachers who are within two years of
retirerment. If you are interested In hosting a workshop, please send an emall to
appolntments@tr.in.gowv.

Please note that it is important that you DO MOT share your username or password,
Your username is your email address and all system generated notifications will be
sent to this email address. Additional users must request and be assigned their
individual username and password.
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Figure 2 — Employer Information Page

4. Select Member Enroliment on the left side and the “Member Enroliment” page will dis
(Figure 3).
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Figure 3 —- Member Enrollment Page

5. Enter the member information in the fields provided. Fields marked with an asterisk (*) are

required.

6. Once all information is entered click the ‘submit’ button at the bottom of the page.

a. If all data is entered and the employee does not exist in our database a TRF
Number will be assigned as displayed (Figure 4)
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Figure 4 — Member Enroliment with new TRF# assigned

If the employee exists on our database and already has a TRF Number then you
will receive the following error message (Figure 5): If you get this error message
try using the SSN/TRF# Cross Reference feature on your Employer Interactive
page to get the member’'s TRF number.
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Membership record for your Unit Number currently exists for Doe
###-##-0889. Please contact TRF at® tri@trf.in.gov or 1-888-
286-3544 to resolve this issue.
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Figure 5 — Error message for existing member

If the employee exists on our database, but the data entered does not match with
the information we have on our database, you may receive the error message
shown in Figure 6. Please try the SSN/TRF Cross Reference feature to
determine if the employee is already a member and has a trf number. If the
employee does not have a trf number this might indicate that the employee is a
beneficiary on another member’s account and some of the data entered does not
match our records. You should contact TRF if you receive this error and are
unable to retrieve the trf number by using the SSN/TRF Cross Reference feature.
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Membership record currently exists for Jones # & #-##-7984, but
does not match the entered data. Please contact TRF at
m trf@trf.in.gov or 1-888-286-3544 to resolve this issue.
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Figure 6 —Error message for discrepancy in member’s data.

7. When a new TRF Number is assigned a membership letter is generated and sent to the
member. It is not required to send an original enrollment form to TRF at this time.



